=3
Calls - Add a Sales Order

SERVICE

CALLS - ADD A SALES ORDER

After a quote for additional work on a call has been approved by the client -
this quote will need to be converted to a Sales Order to start the pro-

curement process for the parts and/or services.

Ribbon Access: Service > Calls

$ -
\ § |Hame [Equipment / Locations Contract Finance [HR Inventory | Projects

Edit Customer Order - OR0000341 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jla <]
i Sales  Service  Reporting  Utiities = & x
HOX &} & &
Save | Back Delete | Savelayout | PrintSales PrintProforma
Item Order Invoice
Maintain &
CustomerName BigBargans P " Reference sooo4 |*® Billing address
Contact Name  Tarryn Snow CUSTOMER CONTACT £ * Status N PO Box 1385 P
Commercial Type Class Commercal = * OrderDate&Time 17052022  ~+ |14:5106 = i -
Salesman Julanda Kessler v Shipping address
Billing Customer Big Bargains P Billing Contact | Tarryn Snow CUSTOMER CONTAC © * ﬁ:g'ﬁm"‘ L -
Order Currency South African Rand - Exchange Rate 12+ Durban
Tax Rate 15.00 Addresses | Related References
SuppressOnPrint  ItemType  ItemCode  ItemDescription OrderLineDescription  WarehouseName ~ Quantity  QuantityPerUOP  UnitType  UnitCost  Markup D.rs:uunt UnitSelingPrice  BaseCcyPri
5 a - ol e o0: ol - - e - - - -
» O Internal S... CALL Call Out Fee Call Out Fee 1.000 0.000 0.000  0.000 0.000 250.000 250
Labour ITTECH IT Technician IT Technician 1.000 0.000 0.000  0.000 0.000 177.000
O Travel 100 Travel not excee... Travel not exceeding 1.000 0.000
* =)

177}
0.000 0.000 0.000 350,000 350
seecttyp 1 T

Comment | Additional Traveling required

,
Sub Total 777.00
VAT | 116,55
o

Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

The Call Listing screen will be displayed.

e Select the site and status.

* In this image, Durban has been selected as the site and
the status has been set to New.
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. v Sales Orders for Call (NG005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =JloaJlx]
‘_ || Home | [Equipment / Locations Contract Finance [HR Inventory |/ Projects. Sales Service Reporting Utilities - & x
O UXE00 3T © B R £ & = 3
O z|XE O © 0 @ > H H R 4
Add Edit | Delete | View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project = Order oice.
Maintain i Navigation Process i Format t a3
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v e o0 Qe o = B = e = = o0 o
ORO000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
Emﬂﬂm}d] BIG0O0O1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Additional Traveling requir... A
Confirm delete Order d_o
o Are you sure yolbwant to delete this Order?
o— ]
Open Windows. ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

ADD SALES ORDER

e Click on the row selector in front of the call you wish to log a
sales order for.
e Click on Edit.
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= o__——-'s-bo-dushc-lmms BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=J(o]lx]
‘ Home [Equipment / Locations Contract Finance flﬂ Inventory Sales Service Reporting Utilities. - & Xx
Py F =
© 2 X[ O & E &8 Q @ WO
Add  Edit Delete Create  Creste = Addltems NewDeal | Savelayout Workspaces Pnntsales Print Proforma  Export Refresh
Invoice NewDeal toWO  Project Invoice
Maintain Process i Format Print i Current Ll
OrderNo CustomerCode  CustomerName OrderDescription  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
L 13 e afe 13 = 3 = a0c = = L3 e
OR0000340  BIGOOOL Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 1500 A
OR0000341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Addtional Traveling requir... A
Open Windows ~ | User : JulandaK | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

The Call maintenance: Call ref. - [ ] screen will be displayed.

e Click on the Orders tile.

] o__»mwm-own-mmm—z—d:m—uﬂm (=]
\mme Emi:—-t[uuh- Contract  Finance [HR Inventory /Projects  Mant Seles  Service  Reporting  Utilties - &8 x
g g \\
Save Layout les Print F Prnlurm
Maint 4 Forr
Customer Name | Big Bafgai |'soo0s |+ Billing address
Contact Name | Tarryn'Sn| PO Box 1985
Commerdial [ aig PTINt Sales  Print prf“ma ps/02 | [14:5106 Ll
wmndad_ Order Invoice | Shipping address
Billing Customer Big Bargains * Billing Contact Tarryn Snow CUSTOMER CONTACT | * ﬁf‘:‘:mﬂ"e
Order Currency |South African Rand Exchange Rate 1]+ Durban
Tax Rate 15.00 l Addresses | Related References
SuppressOnPrint | ItemType  ItemCode  ItemDescripion | OrderlineDescripton Quantity | QuantityPerUOP  Unitfype  UnitCost | Markup | Discount  UnitSelingPrice  BaseCeyPri
v o e o e o oo = = e = = = = =
» No SERV cALL Call Out Fee Cal OutFee 1.000 0.000 0.000 0.000 0.000 250.000 Zﬂl
No CRFT ITTECH [T Technidan IT Technican 1.000 0.000 0000 0000  0.000 177,000 177,
No TRVL 100 Travel not excee... Travel not exceeding... 1,000 0.000 0000 0000  0.000 350,000 350

s
VAT 116,55
ot [

| User : Julandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

Comment | Additional Traveling required

Open Windows +

The Sales Orders for Call [ ] screen will be displayed.
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* Click on Add.
$ - Sales Orders for Call CHO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=JCalx]
\ § | Home [Equipment / Locations Contract Finance [HR Inventory | Projects Sales Service Reporting Utilities - & x
=N [~} 2 2, o 3
o ] = D
"+ =
@ ” X E o & D B =& @ & ™ 9
Add Edit clete  View Bad( Forward | | Create New Deal | Savelayout Workspaces | Print Sales  Print Proforma  Export | Refresh |
Project | o Order Invoice
|
Maintai ‘ ﬁ’ ' ﬁ. ! 4| hid
OrderNo CustomerCode Cush\ OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate ~Comments Status
i Back Forward
v o o e | o0 = e - = o ol
ORO000340  BIGOOOL Big B&ﬁm “TQUUZ : 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
» OR0O000341 BIGOOO1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Additional Traveling requir... A
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

The Add new Customer Order scr

CUSTOMER INFO

een will be displayed.

Customer Name: This

will auto populate with the cus-

tomer linked to this call.

Contact Name: This will auto populate with the con-

tact linked to this call but you can click on the search

button and select an alt

ernative contact if required.

e Commercial: This is the default commercial as con-

figured on the customer. A different commercial can

be selected if required.

* Salesman: This will auto populate with the person cur-

rently creating the invoice but you can click on the

search button and select an alternative salesman if

required.
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Reference: Type in a reference for the invoice.

e Status: This will auto populate as New.
* Date and Time: These will auto populate with the cur-
rent date and time but

* You can either type in or click on the drop
down arrow and use the calendar function
to select an alternative date if required.

* You can either type in or use the arrow
indicators to select an alternative time if
required.

T R e e e e B
OXE OO | © & R | &
B e e e e el
B T
" > > T CRT . e .

oot e o s e .

893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Additional Traveling requir... A

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 Y

BILLING INFO

Billing Customer: Click on the search button and

select the billing customer.

Billing Contact: Click on the search button and select
the billing contact.
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* Note: The Main customer is the customer

where the machine is located. The Billing

customer is the

customer who is paying for

e Sales Orders for Call CNOOOS305 - 570: Version 2.5.0.8 - Example Company v2.5.0.8 (=JlmJx
\ e Home | [Equipment / Locations Contract  Finance [HR Inventory /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - & x
a A1 1 e [y 0O @& 2 | @ 2 2 i)
= €
OXE OO & O & & & @ 8B . 9
Add Edt Delete View Back Forward | Create Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal toWO Project | = Order Invoice
Maintair 4| Navigatior al Process &
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v 0 o0 Qe o B = e = o0 o
ORO000340  BIGOOOL Big Bargains CQoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
» OR0O000341 BIGOOO1 Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
Invaice Generation ‘—e

£
Do you want to convert order no. OR0000341, for customer, Big
Bargains, to an invoice?

00—+ 1

Open Windows ~

| User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

FINANCIAL INFO

e Order Currency: This will

populate based on the cur-

rency set up on the customer. Use the drop down

arrow to display the currency menu and select a dif-

ferent currency if required.

* Tax Rate: This will populate based on the tax rate set

up on the customer. Type in or use the directional

arrows to select a new rate

if required.

* Exchange Rate: This will populate based on the

exchange rate set up in the system. Type in or use the
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directional arrows to select a new exchange rate if

required.

\7f Home | Equipment /Locations

Contract Finance [HR

Sales Orders for Call CNOOOS305 - 5P0: Version 2.5.0.8

Example Company v2.5.0.8 [

Manufacturing

25

x

@ [0

Inventory  Maintenance / Projects Procurement  Sales  Service  Reporting  Utities

Oy XE00 L 0 { 8 & & m &
— ot J 2 - Durban -

Add  Edt Delete View | Back For Create  Create AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh

Invoice NewDeal toWO Project | = Order Invoice
Maintai 4| Navigatio Process 4 Format al o

OrderNo CustomerCode CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName ExchangeRate TaxRate Comments Status
v o o o o = 3 = o = = ol ol

OR0000340  BIGO0O1L Big Bargains cQoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 1500 A
» ORO0D0341  BIGOOOL Big Bargains S0004 893.55 ZAR 17/05/2022  Julanda Kessler 100 1500 Additional Traveling requir... A

Invoice Generation 4_6

Do you wish to close the Order off? No further Invoices will be possible
from this Order if it is closed.

O0—— [ 1 w

Open Windows ~

| User: JulandaK | 17/05/2022 | Version : 2.5.0.8 = Example Company v2.5.0.8 4

ADDRESSES

e Click on the Addresses tab.

* Billing Address: Ensure that the billing address is pop-
ulated, if not, click on the search button and select the
billing address.

* Shipping Address: Ensure that the shipping address
is populated, if not, click on the search button and

select the shipping address.
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9 - Sales Orders for Call CN0005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 — el
( e Home Equipment / Locations Contract Finance [HR Inventory /Projects  Manufacturing  Procurement  Sales  Service Reporting Utilities - & x
OUXEO00 BHF O @ B & & %
OwXE QOO 00 O & B o o

Add Edit Delete View Bac Forward | Create Create AddItems NewDeal | Savelayout Workspaces | Print Sales  Print Proforma  Export Refresh |

| Invoice NewDeal toWQ  Project | - | Order Invoice
Navigatio Pr o

OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v o0 o o0 o = o = e = = o ofl

OR0O000340  BIGOOO1 Big Bargains C€Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
» ORO0OD0341  BIGOOO1 Big Bargains. 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A

Invoice Generation 4—9

0 Do you wish to vﬁw the Invoice created, no. INV00005827

Yes No
L

Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

RELATED REFERENCES

e Click on the Related References tab.

e This will display all the reference numbers linked to
this invoice.

* |In this image you can see that in this order, the initial
Call no. is linked to it as well as a linked Serial no. and
Contract no.

* Scroll down in this panel to view all of the related ref-

erence numbers.
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® - Edit Customer Invoice - INVOO00S82 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jlojix]
{ F | Home [Equipment / Locations Contract Finance [HR Inventory | Projects i Sales Service Reporting Utilities. - & x
Save | Back Delete | Savelayout
Item
Maintain | Format . =
Customer Name  Big Bargains »pl* Reference 50004 * Billing address
Contact Name | Tarryn Snow CUSTOMER CONTACT 2| * Status New ;‘:ﬁtwl:“ Ll -
Commercial | Type Class Commercial v(® Date & Time  17/05/2022 v | 15:37:06 pt
Salesman | Julanda Kessler - Shipping address
29 Dune Ay =
Billing Customer | Big Bargains P Billing Contact |Tarryn Snow CUSTOMER CONTAC 2 * | e Tomn - 2
Invoice Currency |South African Rand - Exchange Rate 1= | |Dubon
Tax Rate | 15.00 - 15 Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescripion | WarehouseName  BatchSerialNo  Quantity  UnitCost  Markup | Discount  UnitelingPrice  BaseCcyPrice | TaxRa
v = = ol o o o o = = = = = = =
» O Internal Service CALL Call Out Fee Call Out Fee 1.000 0.000 0.000 0.000 250.000 250.000 19
O Labour ITTECH  IT Technican IT Technician 1,000 0.000  0.000 0.000 177.000 177.000 18
] Travel 100 Travel notexce... Travelnot exceeding 1... 1.000 0.000  0.000 0.000 350.000 350.000 15
CE s — [ N =
« »
Comment | Additional Traveling required Sub Total 777.00
VAT 116.55
Grand Total 893.55
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

SALES ORDER ITEMS

When you have completed the Sales Order; Header, Financial,
Addresses, and Cross Reference frames, you can move down the
screen to the Items data grid.

* Click on the text box below Item Type to reveal a drop down
arrow.
* Click on this arrow to display the Item Type menu.

* From this menu, select one of the following:

* CRFT: Labour craft, i.e. Technician

* CTRT Sub Contracts / Third Party Labour/Service
* EXPS Expenses

* INVN Parts

* SERV Internal Labour/Service

* TRVL Travel

* WARR Warranty
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* In this example, Parts has been selected.

$ - Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jlajx]
‘7 7§7 \ Home | [Equipment / Locations. Contract Finance /HR Inventory | Projects i Sales Service Reporting Utilities. - & x
O 2 X 5 ¢ LFFQ & | & @ @ 5
= (" =
OZXE OO | O & B O
Add Edt Delete  View Back Forward | Create | Create | AddItems NewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice |New Deal |y to WO Project | e Or Invoice
OrderNo CustomerCode  CustomerName OrderDescription OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate  Comments Status
i o I o = o0 = 0 = = o oflc
DCRDGDUW BIG0001 Big Bargains. CQoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
ORO0D0341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
Open Windows v | User:lulandak = 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 7

ton.

Click in the text box below [Item Code to reveal an ellipsis but-

Click on this button to display the Select a part screen
Note: This Select a [ ] screen will always correspond

with the Item Type initially selected e.g. if Labour was

initially selected then the Select a craft screen would

POp up.

Select a part screen is displayed.
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$ - Mew Deal - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=JCadx]
E ‘ Home [Equipment / Locations Contract Finance [HR Inventory | Projects Sales Service Reporting Utilities - & x
Ok |Bad<
Pr & ad
Client Contact  Tarryn Snow CUSTOMER CONTACT LA
Rental Deal [ ] /e
Call Type Implementation E
Description | CQ002 .
Call Date & Time | 17/05/2022  ~ | 15:40:14 &5
Scheduled Start  17/05/2022 -
Scheduled End 24/05/2022
New Deal Location Durban North £ = | NewDeal <—e x
Assigned to  Wesley Haynes v|e L .
o The new deaﬁall has been created, reference no. CN0005306.
Open Windows v | User:JulandaK | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4
* Click on the row selector in front of the part you wish to add to
this order.
.
* Click on Ok.
. = Sales Orders for Call C(N0005305 - BPO: Version 2.5.0.8 - Example Company v2.5,0.8 [(=JCaJlx]
| @ | tome | Eaipment/Locatons  Contract  Finance /[HR Inventory IProjects  Manufacturng Pri Sdes  Service  Reportng Utiities - & x
= r oo = =) — =
0 [} x d @ bb \g \g w Duban | 234
Add  Edt Delete Create  Create |AddItems| MewDeal | Savelayout Workspaces | PrintSales PrintProforma Export Refresh
Invoice NewDeal | toWO oject = Order Invoice
Maintain 4| Navigation . Process Format a Print a Current . o
OrderNo CustomerCode | CustomerName OrderDescripton  OrderValue  Currency OrderDate  SalesmanName  ExchangeRate TaxRate Comments Status
¥ e o -3 ofgc = o0 = o = ol ol
ORO000340  BIGOOO1 Big Bargains cQoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 100 15.00 A
OR0000341  BIGOOOL Big Bargains 50004 893.55 ZAR 17/05/2022  Julanda Kessler 100 15.00 Additional Traveling requir... A
anoowm BIG0001 Big Bargains S0005 28,750.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
Add ltems to WO 4—0
Are you suveyvlﬁ/ish to add these order items to associated work
order no. WO00062617
O—[ = [ * |
Open Windows ~ | User:JulandaK | 17/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4
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* The Order Line Description will now auto populate.

Select Part Warehouse

The Warehouse field should auto populate with the default site
warehouse set up on the selected part definition. If there is no
'default' warehouse set up, then the Warehouse Name field will
remain empty and the following Error message box will pop up

asking;

* The Warehouse must be specified. Do you want to
correct the value?

e Click on Yes.

Note: This Error message box will only pop up if you
are selecting a part to add to your order - it does not
apply to selecting any other item types e.g. Labour,

Travel etc. as they are not storage items.

$ - Sales Orders for Call CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [— (o ][]
| E | Home | Equipment/Locations  Contract  Finance [HR  Inventory /Projects  Man i Sales  Service  Reporting  Utiiies R
s = . . M oo F ) @ EE > 3 = —
7 = [ 4 il
OXE 0O & o O |& & @ | . 9
Add Edr Delete  View Bac Forward ‘ Create  Create  AddItems |New Deal| | Savelayout Workspaces | Print Sales  Print Proforma  Export | Refresh |
‘ Invoice NewDeal toWO Project = Order Invoice |
Maintair 4| Navigatior P C i
OrderNo CustomerCode ~ CustomerName OrderDesaiption OrderValue  Currency OrderDate SalesmanName  ExchangeRate TaxRate Comments Status
v e e e e = o0 = "l = = ol o
ORO000340  BIGOOO1 Big Bargains €Qoo2 1,127.00 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 A
ORO00D341  BIGOOOL Big Bargains S0004 893.55 ZAR 17/05/2022  Julanda Kessler 1.00 15.00 Additional Traveling requir... A
OR0000342  BIGOOOL Big Bargains 50005 28,750.00 ZAR 17/05/2022  Julanda Kessler 1.00 15,00 A
E ORO000343  BIGOOO1 Big Bargains S00006 287.50 ZAR 17/05/2022  Julanda Kessler .00 15.00 A

e

Open Windows ~ | User: Julandak = 17/05/2022 | Version : 2.5.0.8 = Example Company v2.5.0.8 4
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* If you are adding a part to your order, you can now select the

warehouse.
* Click in the text box below Warehouse Name to reveal an ellip-

sis button.
* Click on this button to display the Select a warehouse for this

item pop up screen.

$ - New Deal Project - £P0: Version 2.5.0.8 - Fxal _
e Home Equipment / Locations Contract Finance [HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities -

gE
0

Process

® 0
x (%

Client Contact | Tarryn Snow CUSTOMER CONTACT v =
Contact Type Project Manager -
Rental Deal [ |
Work Order Type Implementation v *

Description 500006

Scheduled Start 17/05/2022

Scheduled End 24052022~ New Deal ¢————1) x

MNew Deals Location Hilcrest Al

Assigned to | Steven Cooper £
0 The new deal project has been created, reference no. PRIO000422,

O—[x ]

Open Windows + | User : Juandak | 17/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4‘

e Click on the row selector in front of the warehouse that you wish

to order this part from.
e Click on Ok.

* Note: Ensure that there is stock in the

warehouse that you have selected.

Help v2.5.0.14 - Pg 13 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Calls - Add a Sales Order

$ - View Customer Order - OR0000342 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=J(=lix]
| @ | vome | Equpment/Locatons  Conwact  Finance [HR  Inventory i /Projects i sdles  Service  Reportng  Utiites - &8 x
© ] | & T
—
Back | Savelayout | [PrinkSales PrintProformal | ~—~
or{ = =
Maint a Forma " |
Customer Name Big Bargail | 'S0005 * Billing address
Contact Name Tarryn'Sn| _ 1 PO Box 1985
Commerdial Type clﬁ;l rint Sales  Print Profnrma‘ 17/05/2022  ~ |15:41:58 (=
Salesman [xinda|__ Order Invoice Shipping address
Billing Customer Big Bargains = Billing Contact | Tarryn Snow CUSTOMER CONTACT | * if‘;‘;‘:"e
‘Order Currency South African Rand Exchange Rate 1 - Durban
Tax Rate 15.00 Addresses | Related References |
SuppressOnPrint | ItemType  ItemCode  ItemDescription | OrderLineDescripton  Warehouse Quantity | QuantityPerUOP | UnitType  UnitCost | Markup | Discount  UnitSelingPrice | BaseCcyPri
v ol o s i o s = = o = = =
» No WARR 1¥sw 1Year Supplier ... 1 Year Supplier Warr... 1.000 0.000 0.000 0.000 0.000 25,000.000 25,000
Comment Sub Total 25,000.00
VAT 3,750.00]
Grand Total 28,750,00
Open Windows ~ | User:JulandaK | 17/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

Select Department

* Click in the text box below Department to reveal an ellipsis but-
ton.

* Click on this button to display the Select a department for this
item pop up screen.
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Calls - Add a Sales Order

‘ - View Customer Order - OR0000342 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=JCadx]
| E | Home | Equipment/Locatons  Contract  Finance /HR  Inventory | Projects Sales  Service  Reportng  Utities - & x
Back | Savelayout | PrintSales PrintProforma
Order Invoice
Maint Format Print
Customer Name  Big Bargains N Reference SO005 * Billing address
Contact Name |Tarryn Snow CUSTOMER CONTACT | * Status 1 PO Box 1985
Commercial Type Class Commercial * OrderDate & Time 17/05/2022  ~ | 15:41:59 =
Salesman | Julanda Kessler . Shipping address
Billing Customer  Big Bargains = Billing Contact | Tarryn Snow CUSTOMER CONTACT | * iv?‘;‘n;:"e
Order Currency |South African Rand Exchange Rate 1] Durban
Tax Rate 15.00 ! Select the option as desired C—GLM (8 ] x] Addresses {Rdamdszumms
SuppressOnPrint  ItemType  ItemCode  ItemDescription gl Home \ UnitType  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPri
v ol o s i W | & o = = = = =
» [No WARR  1YSW 1Year Supplier .. 1 “ e 0000 0000  0.000 25000000 25,000,
Accept | Cancel
© Email Order
© Print and Email Order
/
« 5
Comment Sub Total 25,000.00
vt s
oo mmn
Open Windows ~ | User:ulandak | 17/05/2022 | Version:2.5.0.8 = Example Company v2.5.0.8 4
* Click on the row selector in front of the department that you
. . .
wish to assign to this order.
.
* Click on Ok.
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Calls - Add a Sales Order

(B Preview 4—6
File View Background
ma i|ma 680 -l®a|q[me - a *- B t-:ﬂ]~@
\\o/,
Sales Order
Example Companyv2.5.0.8
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asad4521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031123 4567
LU T TR ol
Date : 17/05/2022 00:00:00
Sales Person: JulandaKessler Your Ref : S0005
Attention : Tarryn Snow CUSTOMER CONTACT Ship Contact : Tarryn Snow CUSTOMER CONTACT
Billing PO Box 1985 Shipping BIGODO1 - Big Bargains
Addrass : New Town Addrass 23 Dune Ave
Durban New Town
1234 Durban
1234
Customer : BIG0001 - Big Bargains
Tel No. : 031 123 4567 Tel No. : 031 123 4567
Fax No.: Fax No. :
VAT No. : 123456789 Email : kameshni.pillay@co3.co.za
| Ttem Code ITtem Description Quantity  Unit Price  Discount % Net Price Total
| 1VswW 1YearSupplier Warranty 1.00 25,000.00 0.00 25,000.00 28,730.00
Page 10f 1 100% (=)

Update Items

* Update the Quantity, Discount and Unit Selling Price, where

applicable.
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' el it rder - BPC: Verion 2.1.043 - Earnple Compiny
tore | Epgmetadlooton  Covid  Feewd ey M dforh  Mndking ool e Seie Rgedyg e - @ X

HOX § & &

Swe Bad Deete | Saelopmd | Pmitlde Pt Profma

T (e It
Customer ame Fepe Hiis g Reference Lo Orcer from Cal 507 ¢ g adress
Contact Name Locnds Rowe Bt Status N PO B 45T B
Commercl Defai ** OderlateATme DU v GG ot
Salevman S My oL S addresy
Billng Customer Foce Vo ¥ o Contact Doma vt pe 'mrm P
Grder Currency outh Ak Lo ¥ Fxchange Rate e ) e Tomn
Tax Rale AN ibeizss | Relafed Refeences

{tenfype ftemCode itenDesripion Ovdeliefesmibon Wirshousefiame Depwimnt  Quindly. Quinttyéei® Unffype  Unitost Makp  Dacount Unthelingfrice BuseCiPrice. Tnfate Statis
"

[Pty ARAD howrde  Acerrolen Man Warehiouse !.HML. 0.0 (L] [I.U]l 000 1400 4

i Sab Tetal w
VAT 000
Grand Total om
Cpen Windoms = (4 Jan 018
Add a New Line

* Click on the text box at the end of the row.
* Press the Enter key.
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v akd mew Customes Oucer - BRO: Version 2143 « Example Company

Wre | Enpmeniwdloatom (ot Funeadit vy ManbecesdPoecs  Mufxheng Powement e Sk Rmoing Gy - 0 X

HOX § & &

Spe Fadk Doehe | Sovelayd | PrniSier Perd Prafema

Jtem frox v
Customer Kame rpe liorig Rt Referente (i) Order fom Cal 407 . il sddress
fontact fame Luird Rowe g Stalus 0 Bow M8 p s
Commerial Defit * % DnderDatedTime (e 0l v B0 il :
Salesman S M . Shipping s
g Customer e ot Pt g Contact Domaee B R )
Order Carrency South Ao fand r Exchange Rate Bl L N Ton y
Tax Rate W

e | Aot Ao

lemTips liemCode lienDesopion (rdorlrelearoien Waehousehome Dewriment  Quirdly QuanthfelP (niTps UniCit Muip Deconl Untelngimie. BweConor Tadlale  fois
'

I M5 ARG kmrkes  Awnln e Sl L0 00 (T IT T T umD
‘ .
e b Total m
VAT 85
Grand Total ms
Open Wiy = 4 0 2000

¢ A new line will be created.

* Add a new item to the order as required by using the process
explained above.

* In this image Labour has now been added to this sales order.
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' sl new Customis Qi « BP0: Yerwon L1043 - Example Company
tore | et wdlooton  Ceid FeaediR Dy MeneendPomh Wb moneel e Sk Reoig e - F X

HOX § & ¢

e Bk Dol | Sawlomdt | Ptidss AertProfma

len ok Ivece
(intomer fame rege fiis p* Relerence Lsg vt b ol 517 ' Bl s
Contact Hame Lucrds Fove p* Status O Bt 152 P
Commercial Defadt ©* OnderlatedTime tim30  « 0hibd Forut iy
Saleiman S Ml i Shigping addresy
lng ustomer e s £ g Contact Doea e p 'gmfw p .
e Carrency ‘et b © o achangeRate i Hew Ton .
Tax Rate 1“0 M Rebied el

ItmType themods itebesoton Orderlnelesoottn  Warshonsime Depatoent  Quanity Quinitiferl(® inffipe LniCest Map Decont mce Bamicifre Todlale Sahs
"

fyn  MR{D Aowrler ool Mo Waehome  SaesDepwt. L0 0o 00 M A 5.0 WM WA
IILIN TECH  Tednosn Tednn Techvica 10 1] Ro0 0 000 a0 am WA

Sib Tolal i)
VAT i
irand Tatal me
Cpen i » B 08
COMMENTS

* Click inside the Comments text box and type in a relevant com-
ment if required.
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v L e Customer Cnder « BPCx Verion 21,043 Earmple Company
Bupmentwdlocion  Conrad  Fraced  [eedloy  Mablene edPmech Meufstm Poues Se S Rmoiy s - F X
e

OX % & ¢

Svelayout | et foles  Prt Prokorma

e Ok bk

P f

Castomer hame ige iy B Reerence utg O bomCA 0 ; M e

ContactName Lura ot g Stats P 7
Commercal D ** OrderateMTme OBH  * B | heain :
Salesman Sarah Hder ¥[# Shippin) addres

Bl Castomer 40 i Pt Wlgentac Tnraiene p R "

Order Currency Souf Afican Rl . Exchange fate ol L o o .
Tax Rate 16 Mipaes  Related References

Do e endeicroten Odelneiobien Wirdoutione Dpwend  Qundly QuitboliP UnfType UGt Mok Dot UntieegPi oo Tt Sl
]

Pl MRGD Acrroles kol Mon Warefoune Soes Depriment 100 0,00 oM o % e WD HEA
bldor TEQN Tedmdm Tedvion Tedvicl 100 0.0 M 00 X riti] 0 Hua

o [ EEEEE .

Comenent] ecmoan o cls ot by B replcement ks e macve Sablotal L]
w .
Grand Tolal m

SAVE SALES ORDER

* When you have finished editing your sales order, click on Save.
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v L e Customer Cnder « BPCx Verion 21,043 Earmple Company
e | Eupmertadlcoabon  Corad  Fraocesndl iy e odioecs  Meufimy Fouesedt Sl G Rmoim Uit - F X

ox 4 & ¢

Bk Deelr | Swelayout | Priisles Pt Proforma

Item [
Lag | Farmal L
Customer Name fiopa ety s Reference Lo Craer from Cal 507 ! lilng address
Contact Name Lucnda Rone Bt Statn N 0 B ML R
Commeresal [l * * OedeeDatehTime 0in 0l = 300 Dk s
Salesman Sorah Mides LI Shippin) addres
Bl Catamir e o A% pling ostact Dovma fane p :ﬁ::’:‘m k-
Order Currency Souf Afican Rl . Exchange fate ol L o o .
Tas Rate L] Mgy Rolated Fferances

Do e endeicroten Odelneiobien Wirdoutione Dpwend  Qundly QuitboliP UnfType UGt Mok Dot UntieegPi oo Tt Sl
]

i MRQ Amiken ke Mmladom Meldgened L0 0 0N M MK MW MBA
bl TEQ  Tetndan Tedvioan Tedvical 1.60 0,00 0 0 0w 4100 a1 K“ma

o [ EEEEE .

Comenent | Tedmoan o cls o by B replcement ks e machve Sablotal L]
w .
Grand Tolal m

e The new sales order will now be displayed in the Sales Orders for
Call [ ]listing screen.
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Saes D o Coll CHOROSAT - B0 Vo LA 143 - Eample Company

Hre | Bupneniadlooton  Conad FancewdMR Inenty  MonbwcendPoecs  Meufitm)  Pooment Sas Senke feoirg e - F X

wx”uw 4 0 98 -9

B e Vew Gl Gt Adlme Dol reliod Wokpes et PR | ek

v Feesh
e NewDed. 0WO  Promd ¥ Odr  bvoce
Crdertio = OatomerCode Cntonerfiane CrderDesocion Crdervabe Cumency Dxdwrgefale Twflale Suts Orisfee  Sewiie Comers
L
0000212 HOPL Hpe s TestlogSslsOrdeona el B0 DR L0 MO A  @EnXl SwhMidy  Aporoved replacement robers.
CRONDED HOPODL Pk Lo Cnde FuomCal 37 15041 R L0 WOl W Swh M
Dol HOPOL  PapeWerk Lo Cndar o Cal 37 LAY TR WD WE A 0Dl ke Tecicen i bocaled ot in B peplcerent
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PRINT SALES ORDER

* In the Sales Orders for Call [ ] listing screen,
* Click on the row selector in front of the sales order that you wish

to print.
e Click on Print Sales Order.
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Sales Coders o Coll CHODNEHT » BRC): Vermon 21048 « Ecaple Company

Hre | Bupneniadlooton  Conad  FancewdiR Inetyy  MonlwceadPoecs  Meufitm)  Poorement Sa Senke feoirg te - F X

OuXEBLo 00 8 B 88 =0

il ot Veu  Owe O Addles feDed | Sreld Wokgks | it Ptk | ey v Pebeh
Ivoce Newled BWO  Pred Order | lese

Orderto  CintomerCode Cintomartiome CrderCiescrpbon Croerioie Currcy Echongefate  Tioflate Stahn  Ordmlalr  Saesariiome | Comments
L]

RIONIZ HOPOOL Moz TetloghdmOdeoacdl 85907 IR W WA GnX o Approvedeixementioles.
CRODN2E3 HOPODD Moot Warke Lo Crde omCal 57 150747 14 W AN BWNE N
DWH HORO1 e Werks g O o Cal 507 BRET I 1M WWa

W00 SaohMider  Techvicn i be called ut o et

* A Select the option as desired pop up screen will appear.
* Click on Print Order.

* Click on Accept.

Help v2.5.0.14 - Pg 24 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Calls - Add a Sales Order

:

Home

4|
b

4

Oriety  CighomerCode Cuniosertiame Ordslesopiion Dietile Oy Bhwgelals Tudale s Ovislwle  Ssemmalune Cowenl
f
RO WPl eVl TellgMeOdeeitd BN M W MNA W SehMe  Amroved gl ol
CROMOJLD Wm0 repeWols  Log Orde fomCal 507 Tl R W W O 00 Savh ke
o CROGOIM OR01  hepeViols  Log Order fom Gl B0 BTLAT Dk 1 WA iR Swehikie  Fechos o be caled out o B peplcement
WP eloh o i e =N

Saled Crdes for Call CHOODST - BRO: Verimon L1043 - Example Compiny
i mdiooins  Cored  Frwcedt®l Iy MaelewceodPomt Meuliumg  Foonewl e dewe Roguin Die - @ X

L

[ = F 0 -

[ i | Mm L] (¥ ]
= g u @ "l m ﬁ Lﬂ d &'
Dol Vew Cusr Ome Addiees Newed | Swelnod Wolpwas  nides PmiPokmn | oo + Aekeh

o sl BWO et © | mr ln

ff Home |
Ha

tmn
) Eral Crdee

() Frnt are Emal Croer

* The Report Preview screen will be displayed.

* From here you can View, Print, Export or Email.
* Close the Report Preview screen when done.
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)
Ih- [r hl-lw.nf!
[nnaBaasas0ydm o T

Siles Order

Exaight (onspairy

Feraia g g R gy Pt g
L] =1

brath ey iraih by
1] it

dejia: BOHIBRTH ooy

VAT g, BoE0000 LT -
MUINNARMMDIAY Oocoment . o
Dale | o L 2000

Rl P i i Yowriel | Lo Cvider from all 07
Al | Dy ims e Lt R
] B bl e sl g Ak
bl Hirws M B L b

T Firpiidly

] T

1

e i -
"' ik et it ol sl i
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